
 

CREATING AN APPLICATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To begin an online submission of an 

application (for a perc test, trench permit, 

or title 5 inspection report).  Start by 

clicking Create an Application. 

 

You will need to select a license type for 

the application you are submitting. For 

example, you will select soil evaluator for 

a perc test or trench application or system 

inspector for a Title 5 report. 

Next, select the type of application you 

are going to submit.  You do not need to 

use the search function, just open the 

application types by clicking the arrow 

next the “applications” 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The first step of the application is to 

enter the address of the work to be 

done or the address of where the 

inspection was done. 

 

It is important to note that you must 

spell the street address correctly in 

order for the system to pull it up.  

DO NOT ENTER A SUFFIX such 

as St, Street, Rd, etc.  

 

If you are unsure of the spelling, 

enter just the first few letters of the 

street name and a list will populate 

for you to select the proper address. 

 

Once your address is found, the 

owner information and map/parcel 

will fill in automatically. 

The second step is to select the 

licensed professional doing the work.  

If your information does not 

automatically appear or you want a 

different contact person in this 

section, select edit or remove to look 

up a different licensed professional. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3 for each type of application 

will ask for information specific to 

the work being done. 

 

Be sure to fill in all of the required 

fields in order to move forward. (*). 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The next step in each application type 

is to attach documents. 

 

You must have the document saved on 

your computer in order to upload it 

into ACA. 

 

For Title 5 reports, you must upload 

all pages of the report, including the 

addendum.  The first page must have 

your signature on it in order to be 

valid. 

 

For trench permits, you must upload 

the signature page of the trench permit 

document in order for the application 

to be complete. 

 

For perc test applications, you do not 

have to upload any documents, 

however if you wish to upload a locus 

map you may. 
 

 

 

~SAVE~ 

 

MAKE SURE TO CLICK SAVE AND TYPE IN A DESCRIPTION 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After you have reviewed 

your application, you will 

then pay the fees. 

 

If you are submitting more 

than one application (trench 

and perc, or multiple 

inspection reports) you can 

save the applications and put 

them in your “cart” to pay 

the fees all at once.   

The Town of Harwich uses 

Invoice Cloud to collect fees. 

 

You can pay be credit card 

or electronic check. 

 

Once you have submitted the 

fee, your application will be 

available to our office for 

review and processing.   

 

You will be notified by 

email of status changes. 


